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EFFECTIVE DATE The following process additions or changes are effective 03/17/06, unless 

otherwise noted.  Bold text in the new process section denotes new 
text.  Text with a strike through it in the old process section denotes 
deleted text.   
 

Changes 
 

 

Homepage New Process: 
 
To sign up for emails notifying you of an ECF Handbook release, go to 
http://dhfs.wisconsin.gov/em/policy-notification/signup.htm
 

1.5 Viewing the ECF>ECF 
Document List – Sorted by 
Document Type Spelled Out 

New Processes: 
 
1) A screencam demo was added to this section to show how to search 
effectively for document codes. 
 
2) The headings of the following table columns were changed: 
ECF Backfile Versions to Keep >changed to > Documents to Scan in the 
ECF 
 
Ongoing Versions to Keep for Open Cases 
>changed to>Non-Scanned Paper Docs To Be Retained For: 
 
3) The following note was added: 
Note:  Once you scan a document, you do not need to retain it in paper 
format.  However, we recommend you save all scanned documents for 
7 days in case you find an error and need to rescan a document. 
 

1.6 Viewing the ECF>ECF 
Document List – Sorted by 
Doc Code Abbreviation 

New Processes: 
 
1) A screencam demo was added to this section to show how to search 
effectively for document codes. 
 
2) The headings of the following table columns were changed: 
ECF Backfile Versions to Keep >changed to > Documents to Scan in the 
ECF 
 
Ongoing Versions to Keep for Open Cases 
>changed to>Non-Scanned Paper Docs To Be Retained For: 

http://dhfs.wisconsin.gov/em/policy-notification/signup.htm
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3) The following note was added: 
Note:  Once you scan a document, you do not need to retain it in paper 
format.  However, we recommend you save all scanned documents for 
7 days in case you find an error and need to rescan a document. 
 

1.7 Viewing the ECF>ECF 
Definitions 

The definitions were renamed: 
 
ECF Backfile Versions to Keep >changed to > Documents to Scan in the 
ECF 
 
Ongoing Versions to Keep for Open Cases 
>changed to>Non-Scanned Paper Docs To Be Retained For: 
 

1.8 Viewing the ECF>ECF 
Alphabetical Key 

New Process: 
 
A screencam demo was added to this section to show how to search 
effectively for document codes. 
 

2.2 Ascent Capture/ 
Scanning> File Clean-Up for 
Back File Conversions 

New Process: 
 
In the ECF, back files are ongoing case files that have not been 
scanned yet.  All ongoing cases must have pertinent documents 
scanned.  Closed cases do not need to be scanned unless and until 
they are open for a program of assistance.  The back file conversion 
may take up to a year to complete from the time the agency starts 
scanning.  Agencies should develop a strategy to complete the back 
file conversion in an orderly fashion. i.e., a certain percentage of cases 
should be scanned and converted each month. 
 

2.6.3.1 Ascent 
Capture/Scanning> Scanning 
Process> Using the Flatbed 
Scanner 
 

New Process: 
Using the Flatbed Scanner 
 
The default method for scanning is to use the Automatic Document 
Feeder (ADF).  If you have small, laminated, ripped, or wrinkled 
documents, you may want to make a fresh copy of these docs.  Or you 
can manually scan documents using the flatbed scanner. This is the 
glass tray on the scanner that is visible by lifting the lid on the scanner.  
 
Note:   You must have a batch open when you change the settings to 
flatbed scan. 
 
To change the setting on the scanner to use the flatbed, open Ascent 
Capture's Scan Module. 
 

• You must have a batch created before you start. 
• The batch class should be “ECF Single Page Documents.” 
• Select Scan> Properties from the menu to bring up a dialog 

box.   
• From here, you'll see a pull down menu to toggle between ADF 

and flatbed scanning. 
• Change the setting to "flatbed."  You will be able to scan 

manually now by placing a document on the flatbed.   
• Under ‘Sides’ select ‘Single Sided.’ Click OK and proceed with 

scanning by clicking on Scan>Scan Page or “Start.” 
• Once you are finished using the flatbed and close the batch, 

the settings will revert back to the default, which is the ADF 
duplex scanning option.  
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3.3.1 Technical 
Documentation>Scanning 
Station PC Minimum 
Requirements> Minimum 
Required Software 

Old Process: 
Minimum Required Software 

• Windows XP Professional with Service Pack 1 or Windows 2000 
Server/Professional with Service Pack 3. 

• DHFS will install other software during the scanner installation in 
your agency.  

 
New Process: 
Minimum Required Software 

• Windows XP Professional with Service Pack 1 or Windows 2000 
Server/Professional with Service Pack 3. 

• DHFS will install other software during the scanner installation in 
your agency.  See 3.6 Agency Offices Remote Installation. 

 
NOTE: Microsoft.Net Framework 2.0 is not allowed on the scan station 
PC at this time.  See 3.6.4 and 3.6.7. 
 
NOTE: HP Compaq users should see 3.7 Known Problems. 
 

3.3 Technical 
Documentation>  Scanning 
Station Minimum PC 
Requirements and  
 

New Process: 
 
A link to the new “Known Problems” sections was added for users of HP 
Compaq scan station PC’s.   
 

3.6 Technical 
Documentation>Agency 
Offices Remote Installation 
Procedures 
 

New Process: 
 
This section was entirely rewritten.  The changes made are too numerous to 
mention here.  Detailed information was provided for installing or reinstalling 
software for the scan station PC.  Links to downloads were also added. 
 

3.7 Technical 
Documentation> Known 
Problems 

New Process: 
 
This new section was added to list known problems and their solutions. 
 

5.1 FAQs (Frequently Asked 
Questions) 

New Process: 
 
Several new FAQs have been added to this section. The changes are too 
numerous to mention here.  The page has been divided into the following 
sections, by topic: 
 
5.1.1 Scanner Installation/ General ECF Project Questions 
5.1.2 Basic Scanning Questions 
5.1.3 Document Codes 
5.1.4 Document Retention and Document Destruction 
 

Glossary New Process: 
 
A definition for ADF (Automatic Document Feeder) was added. 
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